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l. Login into VDCWEB: https://sslsov.afsi.com/afsweb45 prod/Forms/frmlLogin.aspx
Note: If you were a user of the VDC Remote Order System (ROS) you can use the user id and password that was
used in that system. Please be aware the user id name and password are case-sensitive

@4 customer Login

Username

Password

| SignIn

Sign Up Forgot Password

A. If you do not have a login from the former VDC Remote Ordering System (ROS) click here to request one.

Virginia Distribution Center
Savings and Service Since 1960

Welcome to the VDC Web Ordering System Contact Us @4 customer Login

Our goal is to better serve our customers and we want to thank you 2400 Riley Ridge Rd. Username
for your understanding and patience during this system upgrade. The Sandston, VA 23150

new VDC Web Ordering System (VDC Web) will accept your login Customer Service: 804-328-3232

and password from the old VDC ROS system. For new customers, Fax: 804-328-3222 Password
please click Sign Up link and we will contact you with your new Email: vdeweb@dgs.virginia.gov

account information.

| Signln
\ Sign Up Forgot Password

B. NOTE: There are 2 ways in which to enter orders
1.BULLET II: Start New Order (regular way for Customer entry)
2.BULLET Ill: Quick Order (product number and quantity only entry)
II. ~ REGULAR ORDER ENTRY INSTRUCTIONS
A. HOME page: click ‘Start New Order’

2VDC

Virginia Dishribatian et HOME =~ ORDER INQUIRY  OTHER
HOME
Customer ~ X Mew Orders ~ X
[*RADFORD UNIVERSITY CAMPUS | Web Order | Order Date Amount Lép:ate Select Order Guides to Load :
L Mo Order Guides exist...

404 09/16/2013 25814 [

03 09/12/2013 15515 [&
My Contacts ar i | Bes 09/06/2013 4070 [&

394 09,/06/2013 2035 [&F
Phene: 393 09,/06/2013 2785 [
i‘d'”ga'“  MPUS WHSE 382 08/29/2013 73850 [& Start New Order

ress; P e

ARMSTRONG COMPLEX pal 08/25/2013 3883 g
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B. ORDER ENTRY page:
1.Enter the correct date the order is to be shipped/delivered.
2.Type the VDC product number and tab to load product information, or if the product is not
known, the Advanced Search tab can be used.
3.Enter the quantity wanted, tab
4.Repeat steps 3 and 4 to enter additional items
5.MSDS NOTE: in the MSDS field, click the symbol to open the MSDS sheet for the hazardous item

ORDER ENTRY

Customer. | CHESTERFIELD COUNTY JALL - 1000188 EY
Ship Date: 3/21/2013

Mew Order [ Advanced 5earch T Customer Details }

Product | Description [Pacsiz | UM | ay |Pice | Ext | MsDS
v| | vl v/ [ v | ¥
090004 [ BATTERY, SIZE A4, 06/CASE 106 (S @ §19.47 104742
000 E
1 %
Page 1of 1, items 1t 2 of 2. \A

For Pick up orders and special order paint, | grdar Comments || Save Order | Add To Cart || Clear
plzase contact VDL at 804-328-3232.

C. Order Comments: click to add comments such as a PO number or delivery instructions

E Order Comments -- Webpage Dialog

ORDER COMMENTS

Del | Print Flag | Comments

Me records to display.

Acknowledgment I:I

Bill of Lading loze
Invaice
Credit

D. Save Order: click to save to work on later

E. Clear: click to clear and start over

F. Add to Cart: click to submit order when order is complete
1.You will be redirected to the ‘SHOPPING CART’ screen
2.If additional items need to be added, click ‘Back To Shopping’ and add more items
3.If all information is correct and ready to submit order, then click ‘Check Out’
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SHOPPING CART

Customer Number: 1000189

20004 BATTERY, SIZE AA, 96/CASE €5 1/9%/EA §1947 1 51947

For Pick up erders and specizl order paint, plzase contact VOC at 804-328-1232, | Back To Shapping || Check Out |

BEEED PONumber:[ ]
MNumber;

Customer: 1000189 CHESTERFIELD COUNTY JAIL Terms: MET 30 DAYS
Bill to: LO410007 CHESTERFIELD COUNTY JAIL Credit Limit: £0.00
Ship Date: [9/21/2013 I=] Credit Hold: OK
Item Description Brand | UM Unit Price | Order | Extended Order Totals
0R0004  BATTERY, SIZE AA 06/CA cs §1047 1 S10475x] |Product Amount $19.47
Misc. Line 01 50.00
Misc. Order 50.00
Tax 50.00
_| | Gross 50.00
Discounts 50.00
Off Invoice Deals 50.00
; et D Tore) e
Status:
Your order has not been sent. It is ready to submit
For Pick up orders and special order paint, please contact VOO at 804-228-3232. /
The disabled dates are either prier to the order dates or are non-shipment dates.
| Print Preview | | Review Order | | Review Comments |

[lI.  QUICK ORDER ENTRY INSTRUCTIONS: Optimal for large orders
A. From the Home page, click ‘ORDER’, then select ‘Quick Order’

Create Order

Chuick Order

B. Enter the product number in the Product field, tab then enter the quantity in the Quantity field. Tab to
enter more items.

Quick Order [ Customer Details]

Product | Quantity
912223 100 [P
911274 2.00
920027 10.00
211297 1.00
I
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C. Click ‘Validate’ to load the products, click ‘Checkout’ when done

Quick Order I Customer Details
Product ‘ Cuantity Product| p ‘ Description ‘ Bran‘ Packiz ‘ um ‘ Qty‘ Price | Ext
0.00 911274 CREAMER MOM DRY 1M/2.8 GR 1/1000/28 G CS 2 $16.78 $33.56
811297 SUGAR SUBSTITUTES 3M 1/3000/1 0Z CS 1 $16.76 $16.76
812223 COFFEE REG DRIP 128/1.5 OF 1/128/150Z C5 1 $57.06 $57.06
‘ 920027 PAPER TOWEL CFWHITE 2.4M 1/2400/EA  CS 10 $17.83 $178.30
Clear R Y ———— Chedou || corce

D. Note the ship date and enter any PO or Requisition numbers for reference
1.PRINT PREVIEW: click to review order and/or print for record
2.REVIEW ORDER: click to review order and/or make changes, add comments
3.REVIEW COMMENTS: click to review comments that have been added

E. If allinformation is correct, click ‘Place Order’

IrEQ #020-C-10] |

Customer: 1000173 WVCE WHITE BARK DISTRICT Terms: MET 30 DAYS
) WCE WHITE BARK DISTRICT Credit Limit: $0.00
Ship Date: [9/12/2013 =l
| Item | Descripticn | Brand | U | Unit Price | Order | Extended
911207  SUGAR SUBSTITUTES 3M cs $16.76 1 516.76 & | Product Amount  $285.68
12323 COFFEE REG DRIP 128/1.5 CS 857.06 1 §57.06 Misc. Line 01 ____s0.00
011274 CREAMER NON DRY 1M/ s $16.78 2 $33.56 Misc. Order $0.00
020027  PAPER TOWEL CF WHITE Cs 517.83 10 5178.30 Tax T so.00
Gross . S0.00
Discounts ___ S0.00
Off Invoice Deals $0.00
-1 |- . .
Net Order Total £285.68

For Pick up orders and special ordér paint. pleass contact VDO at B04-328-3232
Tha disabled dates are gither pricer to the order dates or are non-shipment dates

| Print Preview | | Review Order | Review Comments | | Place Order |

V.

V.

OPEN ORDERS SECTION REVIEW/EDIT: (NOTE: only for Saved orders not orders that have been Placed)
A. Orders saved to be worked on later will appear in the ‘Open Orders’ section
B. Click the note pad under ‘Update Order’ to edit or complete an existing open order

HOME

Cpen Crde

pdate

Web Order | Order Date Amount
Order
395 09/06,2013 w070 [&
345 08/28/2013 8140 [
338 08/27/2013 8140 [
RECENT ORDERS REVIEW

A. When customer completes the entry process for an order and the order downloads to ERP, the order
will appear in the ‘Recent Orders’ section with a new order number

B. Click ‘Repeat Order’ to create an exact copy of a previous completed order

C. Click ‘Re-Order’ to create a new order from an old order but with edits
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Recent Ord

Repeat | R

Order | Order
80 © 09/06/2013 000 g [&
EP603375  08/29/2013 73950 [f (&
35 08/28/2013 84121 [f [&
08/28/2013 73950 [§ [&

08/28/2013 g140 [ (&




